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Purpose15.1 .  ThischapterprovidesDepartmentoftheInterior (Department) policyand
guidanceforemployeestocarryouttheirresponsibilitiesundertheFreedomofInformationAct
FOIA), asamended (5U.S.C. 552).    

Policy15.2 .  ThepolicyoftheDepartmentistoprovidethepublicpromptaccessto
informationinaccordancewiththerequirementsandintentoftheFOIA.    

Scope15.3 .  ThischapterappliestoalloftheDepartment’sbureaus, asdefinedinparagraph
15.4below.  Ifanyportionofthischapteris (orbecomes) inconsistentwitheithertheFOIAor
theDepartment’sFOIAregulations (43CFRPart2), thatportionofthischapterwillbevoid.  

Definition. 15.4 Bureauisdefined, forthepurposesofthisChapter, asitisinsection2.70of
theDepartment’sFOIAregulations, as:  “anymajorcomponentoftheDepartmentadministering
itsownFOIAprogram.  Alistofthesecomponentsisavailableat:   
http://www.doi.gov/foia/contacts.”    

Authorities15.5 . 

5U.S.C. 552.   A.  

B. 43CFRPart2.  

Responsibilities15.6 . 

A. ChiefFOIAOfficer.  TheDepartment’sChiefInformationOfficer (CIO) isthe
Department’sChiefFOIAOfficerand, inthatcapacity, isresponsiblefor:   

1) EnsuringthatbureausefficientlyandappropriatelycomplywithFOIA
policiesandrequirements;  

2) MonitoringimplementationoftheFOIAthroughouttheDepartment;  
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3) KeepingtheSecretary, theSolicitor, theDepartmentofJustice (DOJ), and
theOfficeofGovernmentInformationServices (OGIS) appropriatelyinformedofthe
Department'sperformanceinimplementingtheFOIA;  

4) RecommendingtotheSecretaryadjustmentstotheDepartment’s
practices, policies, personnel, andfundingasmaybenecessarytoimprovetheDepartment’s
implementationoftheFOIA;  

5) ReviewingandreportingtoDOJandOGIS, throughtheSecretary, atsuch
timesandinsuchformatsasDOJmaydirect, ontheDepartment'sperformanceinimplementing
theFOIA;  

6) Facilitatingpublicunderstandingofthepurposesoftheexemptions
locatedat5U.S.C. 552(b);  

7) DesignatingFOIAPublicLiaisons; and

8) ServingontheChiefFOIAOfficersCouncil.  

B. DepartmentFOIAPolicyStaff.  TheDepartmentFOIAPolicyStaffincludesthe
DepartmentalFOIAOfficerandotherstaffintheOfficeoftheExecutiveSecretariatand
RegulatoryAffairs (OES).  TheDepartmentFOIAPolicyStaff, onbehalfoftheChiefFOIA
Officer, overseestheDepartment’sFOIAprogram, including:    

1) Developingprocedures (forexample, guidelines, standards, handbooks,  
brochures, trainingmaterials, writteninstructions, andguidance) thatrelatetoimplementationof
theFOIA (hereinafter “FOIAProcedures”), alongwithpoliciesandregulations, forDepartment- 
wideFOIAimplementation;  

2) Reviewingallbureau/officeFOIAProceduresbeforetheyaredistributed,  
released, issued, orpresented;  

3) MaintainingtheDepartment’sFOIAwebsiteandelectronicFOIALibrary;  

4) Providingprogramoversight, technicalassistance, andFOIAtrainingto
Departmentalemployees;  

5) ManagingtheElectronicFOIAtrackingsystem (EFTS); thecentralized,  
web-basedapplicationforDepartment-widestandardizedtracking, management, andreporting
ofFOIArequests;  

6) MonitoringthenumberofFOIArequeststhathavenotbeenrespondedto
withinthestatutorytimeframe (backlog) throughmonthlyandquarterlyreporting;  

7) PreparingtheDepartment’sannualreporttoDOJ, OGIS, andCongress,  
discussedbelowinparagraph15.8;   
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8) ProvidingassistancetotheOfficeoftheSecretary (OS) FOIAOfficerin
coordinatingselectedhighprofileand/ormulti-bureaurequests;   

9) ReducingduplicateeffortsamongFOIAandCongressionaldocument
productionsandencouragingaccurate, consistent, complete, andtimelydocumentproductions
byfacilitatingongoingcoordinationbetweenBureauFOIAOfficersandOES; and

10) AdministeringtheFOIAMeritAward, discussedbelowinparagraph15.9.  

C. OfficeoftheSolicitor.  TheOfficeoftheSolicitor (SOL) assignsattorneysthat
areresponsiblefor:    

1) ProvidingguidanceandlegalinterpretationsofFOIA, alongwithlegal
reviewsofFOIAdeterminationsandappeals, asnecessary;  

2) AssistinginthedevelopmentofFOIAregulations;   

3) AssistingtheDepartmentFOIAPolicyStaffintrainingDepartmental
employeesandreviewingbureauFOIAProcedures, whenrequested; and

4) MakingthefinaldecisionontheappropriatenessofinvokingFOIA
exclusions (incoordinationwithDOJ’sOfficeofInformationPolicy).  

D. FOIAandPrivacyAct (PA) AppealsOfficer.  TheFOIAandPAAppealsOfficer
isresponsiblefor:  

1) AdministeringtheDepartment’sFOIAAppealsProgram;   

2)      MakingdecisionsonallFOIAappealsthatdonotappealadecisionofthe
OfficeoftheInspectorGeneral (OIG).  

3) DevelopingFOIAProceduresfortheDepartment’sFOIAAppeals
Program;  

4) AssistingtheDepartmentFOIAPolicyStaffinprovidingprogram
oversight, technicalassistance, andtrainingtoDepartmentalemployeestoensurecompliance
withtheFOIA;   

5) MaintainingtheinformationrequiredbytheDepartment’sFOIA
regulationsonallFOIAappealsthatdonotappealadecisionoftheOIG; and

6) Providingtimely, accurate, andcompleteinformationwhenrequestedby
theDepartmentFOIAPolicyStaff, includingfortheAnnualReport.  
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E. TheOIG’sGeneralCounsel.  TheOIG’sGeneralCounselisresponsible
for:  

1) MakingdecisionsonallFOIAappealsthatappealadecisionoftheOIG.  

2) MaintainingtheinformationrequiredbytheDepartment’sFOIA
regulationsonallFOIAappealsthatappealadecisionoftheOIG; and

3) Providingtimely, accurate, andcompleteinformationwhenrequestedby
theDepartmentFOIAPolicyStaff, includingfortheAnnualReport.  

F. HeadsofBureaus.  Headsofbureausareresponsiblefor:  

1) EnsuringcompliancewiththeFOIA, theDepartment’sFOIAregulations
andHandbook, thischapter, andtheDepartment’sFOIAProcedures (forexample, byissuing
internalFOIAProceduresasneeded (aftertheDepartmentFOIAPolicyStaff’sconcurrenceis
obtained));  

2) DesignatingbothaBureauFOIAOfficerandanalternatetoimplement
thebureauFOIAprogramandtoserveastheprimarycontactswiththeDepartmentFOIAPolicy
StaffforFOIAactivities;  

3) ConfirmingthattheBureauFOIAOfficer’sresponsibilitiesaremet;   

4) Ensuringcompliancewiththepublicinformationrequirementsprescribed
in5U.S.C. 552(a)(2) (includingmakingavailableforpublicinspectionandcopying:  final
opinions, unpublishedstatementsofpolicyandinterpretationsadoptedbytheagency, certain
administrativestaffmanuals, andcertainfrequentlyrequestedrecords, alongwithcreatinga
generalindexofthefrequentlyrequestedrecords);   

5) PromotingemployeeawarenessofFOIAobligations (includingthe
obligationtoprovidethoroughandpromptresponsestoFOIArequestsandidentifyinformation
thatshouldbemadeavailableproactively); and

6) Designating, inwriting, officesand/oremployeesauthorizedtomakefinal
decisionsonFOIArequestsforthebureau (hereinafter “ActionOffices”).  

G. BureauFOIAOfficers.  BureauFOIAOfficersareresponsiblefor:  

1) Reviewingallincomingrequests, loggingthemintotheEFTSwithinone
businessdayoftheirarrival (unlessthatfunctionhasbeendelegatedtoanActionOffice) using
thecriteriadiscussedbelowinparagraphH, anddeterminingtheActionOfficeresponsiblefor
preparingtheresponse;  

2) Trackingandmanaging, intheEFTS, allFOIArequeststhebureauis
responsiblefortoensurethat:  
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a) Responsesareaccurate, complete, andpreparedinatimelymanner
inaccordancewithapplicablelaws, policies, andFOIAProcedures; and

b) Feesareassessedandcollected, asappropriate;  

3) CoordinatingwithotherDepartmentalstaffandbureaus, asappropriate,  
includingalwayscontactingtherelevantBureauFOIAOfficer(s) inotherbureausbefore
referringorforwardingarequesttothemandadvisingtheOSFOIAOfficerwheneverarequest
isreceivedthatinvolvesmultiplebureausandmayrequirecoordination;  

4) Maintainingcontemporaneousdocumentationofallactionstakenin
processingeachFOIArequest, whichmaysupportresponsestopotentialappealsandlitigation;  

5) Providingtimely, accurate, andcompleteinformationwhenrequestedby
theDepartmentFOIAPolicyStaff, includingfortheAnnualReport

6) Maintainingatleastoneemailaddressforrequesterstousewhen
submittingelectronicrequests;  

7) MonitoringtheportionoftheDepartment’sbacklogattributabletothe
bureau;  

8) Reducingthebacklogattributabletothebureaubyarateofatleast
10percentperyearandensuringthatthebureaufullyrespondstoits10oldestFOIArequests
eachyear;  

9) DevelopingandmaintainingaFOIAhomepage, electronicFOIAlibrary,  
andelectronicindexoffrequentlyrequestedrecords, incompliancewiththemandatesofthe
FOIA, theDepartment’swebpublishingrequirements, applicableinformationqualityguidelines,  
andanyapplicableappropriationsprovisions;    

10) ReviewingtheinformationontheirFOIAwebsite(s) regularlytoensure
thatitiscurrent, ofhighquality, accurate, andusable;   

11) Providingtechnicalassistanceandtrainingonatleastanannualbasisto
ensurethat, ataminimum, bureauemployeesresponsibleforprocessingFOIArequests, are
familiarwiththeFOIA, andabletoproperlyandpromptlyrespondtorequests (whilethescope
ofthetrainingisattheBureauFOIAOfficers’ discretion, theDepartmentFOIAPolicyStaff’s
concurrencemustbeobtainedbeforethetrainingispresented);   

12) EnsuringthatemployeeswhohaveaccesstodataintheEFTSareaware
oftheappropriatemaintenance, use, andotherhandlingrequirements, includingthose
establishedbythePA;   
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13) Ensuringthatbureaus’ EFTSentriesareaccurate, consistent, complete, and
enteredinatimelymannerinaccordancewithapplicablelaws, policies, andFOIAProcedures;   

14) EnsuringeachActionOfficehasatleastoneindividualwithsufficient
expertiseinFOIAtobeabletorespondproperlytoarequest; and

15) Cross-referencingOES’sCongressionaldocumentproductionsregularly
tofindcoordinationopportunitiesthatwillreduceduplicativeeffortsandencourageaccurate,  
consistent, complete, andtimelyFOIAandCongressionaldocumentproductions.  

H. ActionOffice.  Theofficeand/oremployeethatwillbemakingafinaldecisionon
aparticularFOIArequestforthebureauisresponsiblefor:  

1) Acknowledgingreceiptoftherequestpromptlyinwriting, including
informingtherequesteroftheFOIAcontrolnumberandcontactinformation;  

2) Makingdeterminationsonfeewaiverandexpeditedprocessingrequests
withinthestatutorytimelimits;  

3) Notifyingtherequester, withinthestatutorydeadline, whetheritwill
complywiththeirrequest;  

4) Conductingareasonablesearchandensuringthatanyrecordsfound
responsivetotherequestarereviewedconsistentlywithFOIAandtheDepartment’sFOIA
regulations;  

5) ConsultingwiththeBureauFOIAOfficerbeforereferringorforwardinga
requesttoanotherbureauandconsultingwithappropriateDOIstaff, includingSOLstaff, before
decidingtowithholdanyportionofaresponsiverecordunderaFOIAexemption, voluntarily
releasearecordthatisexemptfromdisclosure, utilizeaFOIAexclusion, ordenyafeewaiver;  

6) ObtaininganynecessaryreviewandconcurrencesfromtheDepartment
FOIAPolicyStaffandSOL;  

7) Following-uptomakesurelegiblecopiesoftherecordsaresenttothe
requester (and/ormadeavailableforinspectionandcopying), ifcopiesarenotsentwiththe
initialresponse;  

8) Keepingarecordofinformationthathasbeenreleasedorwithheld, which
mayserveasareferenceforfuturerequests (todeterminewhetherthematerialisinthepublic
domain) andtosupportanypotentialappeal(s) and/orlitigation;  

9) Annotatingtheofficialfiletoshowwhichofficesandindividuals
conductedasearchinresponsetotherequest, whatwassearched, andwhenandhowthesearch
wasconducted, tosupportanypotentialappeal(s) and/orlitigationandtohelptheFOIAOfficer
maintaincontemporaneousdocumentationofallactionstakeninprocessingeachFOIArequest;   
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10) Obtainingwrittenassuranceofpaymentoradvancepaymentasnecessary
andpreparingtheBillforCollectionwhenitisnotpreparedbythebureaufinanceoffice; and

11) EnteringacopyoftheresponseintotheEFTSorensuringthattheBureau
FOIAOfficerreceivesacopytoenterintotheEFTS.  

I. OSFOIAOfficer.  Whenrecordsonthesamesubjectarerequestedfrommultiple
bureausorwhentheDepartmentreceivesarequestthatinvolvespotentiallycontroversialor
sensitiveissuesthataffectmultiplebureaus, theOSFOIAOfficerisresponsiblefor:  

1) ConsultingwithotherBureauFOIAOfficersandtheDepartmentFOIA
PolicyStaff;   

2) Consideringwhichbureaushaveamajorinterestintherecordsandwhich
bureauisinpossessionofmostoftherecords; and

3) CoordinatingtheDepartment’sresponseordesignatinganotherbureauto
coordinatetheresponse.  

J. EFTSUsers.  AllFOIA/PAOfficers, andcertainotheremployeeswithaneedto
knowtheinformationcontainedwithinit, areauthorizedtousetheEFTS.  AllEFTSusersare
responsiblefor:  

1) Complyingwithanytrainingand/orcertificationrequirementsofthe
Department’sFOIAPolicyOffice;   

2) Completingallrequiredand/orappropriatedatafieldsinanaccurate,  
consistent, complete, andtimelymanner (i.e., withinonebusinessdayofreceiptorotherchange
instatus); and

3) ImmediatelynotifyingtheDepartmentFOIAPolicyStaffofanytechnical
oroperationalEFTSconcerns, includingimproperlyalteredEFTSentries.  

K. FOIAPublicLiaison.  EachbureaumusthaveaFOIAPublicLiaison (whois
preferablynottheBureauFOIAOfficer) whoisresponsiblefor:    

1) Assistingindividualsinlocatingrecordsandframingtheirrequests;  

2) ReportingtotheDepartment'sChiefFOIAOfficer;   

3) Servingassupervisoryofficialstowhomarequestercanraiseconcerns
abouttheservicetheyhavereceived; and

4) Assistinginreducingdelays, increasingtransparencyandunderstandingof
thestatusofrequests, anddisputeresolution.  

08/05/2016 # 4049
Replaces02/13/2013 # 3964



383DM15
Page8of8

L. Employees.  AllemployeesoftheDepartmentareresponsiblefor:  

1) RespondingpromptlyandaccuratelytoFOIA-relatedrequests (for
example, requeststosearchforandprovideresponsiverecords); and

2) ComplyingwiththerequirementsofFOIAandtheFederalRecordsAct,   
44U.S.C. Chapter31.  

UniformFeeSchedule15.7 .  TheDepartment’sfeescheduleforprocessingFOIArequestsis
publishedin43CFRPart2andcanbefoundontheDepartment’sFOIAwebpage,  
https://www.doi.gov/foia.   

AnnualReport15.8 . 

A. OnorbeforeFebruary1ofeachyear, inaccordancewith5U.S.C. 552(e), the
DepartmentmustsubmitareporttoDOJandOGISaboutitsFOIAactivitiesinthepreceding
fiscalyear.  

B. TheDepartmentFOIAPolicyStaffpreparestheAnnualReportbasedon
informationfromtheEFTSandadditionalinformationprovidedbybureaus.   

FOIAMeritAward15.9 .    

A. TheDepartmentFOIAPolicyStaffmayoccasionallychoosetoissueaFOIA
MeritAward (theAward) torecognize:  

1) Superioraccomplishmentofregularlyassignedduties;  

2) Exceptionalachievementofprojectgoals;  

3) Noteworthyaccomplishmentsoverasustainedperiod; or

4) Specificcontributionstoanorganization’smission.  

B. TheAwardmustmeettherequirementsin370DM451.5.  

C. NominationsfortheAwardmaybe:  

1) SolicitedbytheDepartmentFOIAPolicyStaff; or

2) SubmittedtotheDepartmentFOIAPolicyStaff, inwriting, byanyperson
awareofanachievementthatmaydeserverecognition.  
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